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Introduction 


The Office Automation, Services and Information Systems 
Directorate (OASIS) is the Department of Supply and Services 
(DSS) procurement centre for all electronic data processing 
systems, office equipment, office furniture and supplies required 
by the government. OASIS also buys a wide-range of typesetting, 
printing, graphic design, and related services as well as forms, fine 
paper and envelopes on behalf of federal government 
departments and agencies. 


The organization consists of four branches: the Information 
Processing Systems Branch and the Printing and Office Products 
Branch, both responsible for purchasing, and a Product, 
Technology and Account Management Branch, and an Operations 
Support Branch. 


information Processing Systems Branch 


At the heart of modern office administration are the computerized 
information processing systems with the capacity to store, 
retrieve, and speedily manipulate large quantities of information at 
high speed. Computers range in size from personal desktop 
‘“‘micros’’ used in document preparation and financial planning, to 
giant mainframe computers used for government payroll 
calculations and processing income tax returns. 


The Information Processing Systems Branch of OASIS is 
responsible for ensuring that client departments obtain the goods 
and services required to meet their information processing or 
office automation needs in a timely and cost-effective manner. 
The branch also deals with 2,500 suppliers located across the 
country for equipment purchase, rental or lease, and establishes 
standing offer arrangements worth $60 million a year for the 
provision of computer-related professional services. In all, the 
branch acquires $400 million worth of equipment and services for 
government departments and agencies each year. 


In order that purchasing officers can maintain close contact with 
the government departments they serve, the branch is organized 
on a “‘client’’ basis into two groups, each with three sections. 

Each group looks after the needs of specific client departments. 


DSS itself is a major government user of computer systems in a 
variety of applications, particularly for processing the millions of 
payments it makes on the government’s behalf each year. Under 
contractual agreements, for example, the Department of Supply 
and Services handles the accounting and payment for all federal 
social and economic assistance programs; makes income tax 
refunds on behalf of the Department of National Revenue; 
administers the payroll accounts for government employees and 
the pensions of retired public servants; and issues payment to all 
suppliers of goods and services. The prompt and accurate issue 
of all these payments is critical; a disruption or delay could affect 
virtually every family in Canada. 


A total of 60 computer systems are used to process the millions of 
cheques, involving billions of individual calculations. New 
technologies and computer programs are adopted to 
accommodate changes in payment systems or to increase speed 
and efficiency. The cheques themselves, for instance, are printed 
by high-speed printers that interface direct with the computers. 


Because such systems are an integral part of departmental 
operations, it is most important that they meet the most stringent 
performance standards. To this end, the branch works closely 
with user departments throughout the specification and 
acquisition processes. 


Computers are also used throughout government in office 
communications, to gain immediate access to centralized records, 
and to perform a variety of accounting functions quickly and 
accurately. The range of applications is practically unlimited. On 
behalf of the Department of Justice, the Information Processing 
Systems Branch contracted for the development of six 
microcomputer systems to automate much of the administrative 
work in that department’s regional offices. One major benefit is 
the rapid access that the system will give federal legal advisors to 
internal records as well as to the vast body of laws and legal 
precedents that occupy hundreds of library shelves. On behalf of 
Customs and Excise, the branch acquired a system enabling 
customs officers at border points to electronically access all the 
tariff information that once required searching through policy 
manuals. 


Printing and Office Products Branch 


The Printing and Office Products Branch is responsible for 
acquiring all typesetting, printing, and related products and 
services; office equipment and supplies, and office furniture on 
the government’s behalf. 


Printing 


All departments and agencies require a variety of printed 
materials for their own staff and for the Canadian public. These 
materials include large volumes of standard pamphlets, booklets, 
reports and forms. They also include the special needs of 
particular departments or agencies, such as tax forms and 
booklets.for the Department of National Revenue, passports for 
the Department of External Affairs, Canada Savings Bonds for the 
Bank of Canada, decals for the vehicles of visitors to National 
Parks, as well as publications of all sizes and kinds. These might 
range from glossy four-colour brochures for the Department of 
Agriculture, to teaching games designed on behalf of the 
Commissioner of Official Languages for use in Canadian schools. 
The Printing Group contracts for these services from printers, 
graphic designers and typesetters, in addition to contracting for 
the supply of fine paper and envelopes from paper mills and 
envelope manufacturers. 


All qualified Canadian suppliers, regardless of geographic 
location, have the right to bid on government contracts. To 
faciliate this, the Printing Group invites bids through daily postings 
of government requirements on bulletin boards located in its Hull 
headquarters as well as in many regional offices of the 
Department of Supply and Services. When time permits, tenders 
are also solicited by mail on a rotational basis from printers who 
do not have reasonable access to the postings. 


Most printing contracts are let for one specific job. However, 
other arrangements tailored to the nature of the work include 
periodic contracts, calling for the printing of a minimum number of 
issues Of a publication, and phased delivery contracts requiring a 
specified amount of work at set times over a given period. 
Standing offers established with the trade are also commonly 
used for printing and typesetting needs. In a standing offer 
arrangement, the prices or pricing bases are pre-arranged, anda 
government department may contract direct with the company as 
required. This is usually deemed the best method of supply for 


repetitive needs in cases of commercially available goods and 
services. 


To serve the specialized needs of government departments, the 
Printing Group maintains a current list of approximately 

1,000 qualified suppliers located across Canada. This source list 
is itemized according to geographic location, size of equipment, 
and quality levels. 


Requirements Definition 


The first step in the procurement process is the establishment of a 
clear requirements definition. The government customer describes 
in as complete detail as possible the goods or services required, 
and the time and place for delivery; this information forms the 
basis of the purchasing contract. The Requirements Definition 
Group is responsible for ensuring the establishment of clear 
technical specifications, assisting the customer in the 
determination of product design, purchase description, and 
methods of pricing for all typographical and printed products, 
office furniture, equipment and supplies. 


The Requirements Definition Group publishes a series of booklets 
to assist client departments and suppliers dealing with typesetting 
and printing procurements. These detailed guides describe the 
paper grades and brands appropriate for particular uses; the 
various levels of quality for print, colour reproduction, typesetting, 
forms and envelopes; and the acceptable practices in the 
preparation of original material for printing. The purpose of the 
booklets is to ensure that users, typographers, printers, 
merchants and manufacturers are all speaking the same 
language — and ultimately that the client receives an end-product 
of the quality expected. 


Office Equipment and Supplies 


Few, if any, public servants carry out their duties without using 
some of the commodities acquired by this group. These 
commodities range from commonplace items such as pens, 
pencils, binders and stationery, to sophisticated printing, 
duplicating, photocoping, calculating and mailroom equipment; 
from basic typewriters, to shared logic, shared resource word 
processors. They include traditional office furniture, chairs, 
cabinetry and shelving, and furniture custom-designed for 
executive use and the electronic office. 


Whether the requirement calls for a set of bookshelves or a 
completely furnished and equipped office, OASIS will assist in 
finding the best products available, at a fair price. 


The new technologies in today’s office environment have brought 
about development of the new science of ‘‘ergonomics.”’ This 
discipline addresses the organization of the workplace and seeks 
methods to improve the comfort and productivity of office 
workers faced with a variety of new work tools. In a traditional 
office setting, the secretary's desk would be equipped with a 
telephone, a typewriter, and perhaps a dictating machine. Now 
more often, however, the typewriter is electronic, with a memory 
and perhaps a printer, or is replaced by a computer video display 
terminal, keyboard and printer. The various sizes of these new 
office tools have dictated a re-thinking of the design of traditional 
office furniture. 


The new office environment requires desks, tables, and chairs 
adaptable to a variety of eye levels and positions. OASIS is 
developing standards for ergonomically designed furniture, and 
works closely with Treasury Board, the Canadian General 
Standards Board, client departments and manufacturers to 
develop modular furniture systems that will adapt the new office 
technologies to human needs. 


Product, Technology and Account Management 
Branch 


The Product, Technology and Account Management Branch is 
unique within the Supply Administration in its marketing 
orientation. It serves as a focal point in the directorate by 
providing comprehensive product education and information to 
clients for all the goods and services for which OASIS is 
responsible. 


The branch serves as a facilitator between government customers 
and suppliers. On the one hand, it informs government about 
office technologies, products and services that will help to 
increase efficiency and productivity, and on the other hand, it 
makes suppliers aware of government requirements. 


Through individual client calls and the use of reports, bulletins, 
data packages, catalogues and seminars, the branch 
communicates with all user departments. Under the Productivity 
Enhancement Program, for example, the branch arranges for 
suppliers with little-known products or services to familiarize 
departmental materiel managers on their potential uses. Dealing 
with commodities that range from mainframe computers, to 
furniture systems designed for the ‘‘electronic’’ office, to printing 
services, the branch assists in keeping departments abreast of the 
technologies and services that best meet their needs. 


Operations Support Branch 


The Operations Support Branch is responsible for providing 
support services to the directorate including operations planning, 
performance measurement and evaluation, special projects, 
information systems, document control and contract distribution, 
and financial services in support of such acquisition activities as 
cost analysis, and vendor financial viability studies. The branch 
also provides general administrative services, and contract quality 
control services for the two procurement branches. 


A section within the branch that is particularly important to 
suppliers is the Sourcing and Vendor Relations Section, a first 
point of contact for firms wishing to be listed with the government 
as potential contractors. This section maintains on-line access to 
the directorate’s sourcing lists, as well as to all sourcing 
information within DSS. 


Conclusion 


Whatever the need, the Office Automation, Services and 
Information Systems Directorate assists government departments 
in improving office efficiency through the purchase of the most 
up-to-date technologies and products. At the same time, it works 
closely with Canadian suppliers, encouraging them to seek 
government business and demonstrate their capabilities through 
the competitive process. Finally, from the taxpayer’s point of 
view, OASIS endeavours to ensure the lowest prices for the best 
results while contributing to the development of Canadian industry 
wherever possible. 


For more information: 


Director General 

Office Automation, Services and Information Systems 
Directorate 

4C1, Phase III 

Place du Portage 

11 Laurier Street 

Hull, Quebec 

K1A 0S5 

(819) 997-5272 
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